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I. INTRODUCTION

The information in this booklet will help give you a general understanding of the testing
process and answer some of your questions about how to prepare for the examination. For
gpecific information about the current testing cycle, which includes the most recent test
announcement for the Battalion Chief exam, please check the Department of Personnel’s
website at www. (address for the specific information guide). The exam for promotion to
Battalion Chief will consist of four components as follows:

1. Written Multiple-Choice Examination
2. Short-Answer Essay Examination

3. Structured Ord Interview

4. Ord Anayss/Presentation Exercise

All candidates will be permitted to participate in each of the four test components. The scores for each
component will be standardized, weighted, and combined to formulate each candidai€'s overal
examination score. Test component weights for the overal examinaion score are 22.17% for the
Written Multiple-Choice Examination, 30.42% for the Short-Answer Essay Examination, 47.41% for
the Ora Assessment Exercises (Structured Ord Interview and Orad AnalysisPresentation Exercise).
The find score is a sum of the weighted standardized overdl examination score plus the weighted
dandardized seniority score. The component weights for the finad score are 70% for the overdl
examination score and 30% for the seniority score. Score caculation will be done following the same
procedures used for the previous Battaion Fire Chief examination that was administered in January
2002. A more detailed description and explanation of the score calculation process will be given to
candidates during the examination review period that follows the adminigtration of the current exam.

The exam has been designed on the basis of information obtained from a job andysis of the position of
Fire Battdion Chief in the State of New Jersey. The job analyss provides a description of the tasks
performed by incumbents and identifies the knowledge, skills and ahilities that are required to perform
each of these tasks effectively.

This guide is being didributed to assst candidates in preparing for the Written Multiple-Choice
Examination, Short-Answer Esssy Examination, Structured Ord Interview, and Ord
AndyssPresentation Exercise. We are providing this information in recognition that a consderable
amount of the anxiety associated with participation in the promotional assessment process is related to
the novety of the procedures that candidates encounter. From the information presented in this guide,
candidates should be able to get a better understanding of the types of questions they will encounter on
each exam component, and a systematic method of study which they may usein preparing for the exam.

We encourage candidates to review this guide carefully and to teke advantage of any and Al
opportunities to prepare for the exam.

GOOD LUCK!
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II. DESCRIPTION OF THE EXAM
A. Test Date, Time, and L ocation

Approximatay two weeks before the test date, candidates will receive a notice in the mail that
shows the date, time, location and room to which they should report for their examination.
More information concerning the tentative test date, time and location can be found by checking the
Department of Personndl’s website at www.(imbed link to Specific Orientation Guide).

Test Security and Candidate Pledge

All candidates will be required to sign a pledge form at the examination center. The pledge states that
candidates will not discuss the content of this examination with any other person or study group, that
they understand the current examination will be administered over different days, and that they will not
discuss this examination with any previoudy processed candidates or potentid make-up candidates
prior to their make-up examination. No one is permitted to make copies or notes of exam materids
during the adminidration of the examination.

Please note that candidates are NOT PERMITTED to bring any eectronic communication or recording
devices such as cdlular phones, pagers, cassette/digital recording devices, laptops €etc., into the test
centers. Possession of one or more of these prohibited devices insde of the examination center will

result in disqudification. In addition, brief cases and other persond items must dso be left outside of the
test center. Upon completion of the written testing and ora sequestering process, candidates must leave
the testing premises so that other candidates (il involved in the testing) will not be disturbed/distracted
by outsde conversations. Failure to obey the rules and ingtruction before, during, and after the
examinaion may reult in a candidate s disqudification from the examination.

B. Description of Test Format
1. Written Multiple-Choice Examination

For this examination component, candidates will be asked to assume the role of a Battaion Fire Chief
and respond to a variety of questions associated with Situationa-based written scenarios and diagrams
reflecting or describing typica job experiences that a Battalion Fire Chief in the State of New Jersey
might encounter. Scenarios might describe a problem stuation followed by a number of questions
asking candidates how they would address issues associated with the resolution of the problem
gtuation.



The Battalion Fire Chief’s Written-Multiple Choice Examination is designed to elicit responses
based on a subset of the knowledges from four topic areas:
1. Size-up
*  Knowledge of size-up factors
2. Effectsof Weather Conditionson Fire Responses
* Knowledge of the effects of weather and intense fire conditions on personnel
3. Construction Relating to Firefighting (including collapse potential)
*  Knowledge of occupancy collapse potential and characteristics
»  Knowledge of the effects of fire on a structure
» Knowledge of design, construction, and their effect on fire behavior
4. Conditionsof Fire Spread
» Knowledge of fire behavior
* Knowledge of fire spread and growth
» Knowledge of fireload (building and contents)

This portion of the examination will be based on generally accepted fire department
practices/procedures and the reference materials included on the published reading list (see pg.
9). All items will have four response aternatives. In responding to an item, candidates will be
asked to choose the best response. Candidates will be given credit only for choosing the best
response. Approximately 90 multiple-choice items will be included on this examination and
approximately 3 hours and 30 minutes will be allotted to complete this test.

2. Short-Answer Essay Examination

This part of the examination will consist of two scenarios in which candidates are to respond as
the battalion chief who arrives with or prior to the first responding unit. Each scenario is a
realistic situation that has been developed and reviewed by senior fire service personnel familiar
with New Jersey situations.

The scenarios will be administered and timed separately. Candidates will have 30 minutes for
each scenario. The proctor will instruct candidates when to open the first booklet and begin, and
will notify everyone when there are 15 minutes remaining. The proctor will also instruct
candidates when to begin the second scenario and when there are 15 minutes remaining.
Candidates may not begin the second scenario until notified by the proctor. Starting the second
scenario before being told to do so by the proctor will be grounds for disqualification.



Each scenario will contain the following:

» The background of the incident, including the situation, weather, day and time, and
other pertinent information.

» Diagrams of the structures involved and the area around them, indicating streets,
aleys, fire hydrants, hazards, and other information.

. Response levels and apparatus staffing. Candidates are to apply these levelsto the
two scenarios.  These include a description of available response apparatus, and the
staffing of each. The initial response is designated and all subsequent alarms will
consist of an identical response. Available apparatus will be assigned identifiers that
aid in referring to their type (e.g., engine, ladder, etc.) and a number. The number will
correspond to their sequence of expected arrival (e.g. E1 refers to the first fire engine
responding to the scene, while the second fire engine responding to the scene will be
referred to as E2. The first ladder truck responding to the scene will be referred to as
L1, while the second ladder truck responding to the scene will be referred to asL2.

Response forms will be included in candidates packets that they will use to indicate:

* Towhom they communicate a decision or action.

» Their objective/purpose for taking this action or giving this command.

*  What action they will take or what orders they will give (what will they say or do?)

» For each scenario, candidates are to describe on the response forms, the actions they
would take in the sequence that they would take them. At times, several orders could
be given simultaneoudly. In this case, follow as close to proper order as possible.

Candidates may give short answers or the command they would actually give. Candidates
responses need not be in complete sentences. Candidates will NOT be evaluated on their
writing skill, spelling, or grammar. Long essays are neither needed nor desirable. However,
candidates responses must be in sufficient detail and clear enough to allow the raters to evaluate
their actions, just as their commands would have to be on the fireground.

If there is not enough space to write the order or action, candidates may continue into the next
space.

Candidates must give the actions or orders in appropriate sequence or as close to the order as
possible or explain why they are not in sequence in the section in which they explain the
objective/purpose for the action or order.

Candidates should state their objectives even though they may be obvious and seem simple. For
example, if a candidate calls for a 2" alarm, it may seem obvious that everyone will know that
the candidate is doing so to obtain additional apparatus or firefighters. But, candidates should
still state in their “objective/purpose” section “to get additional engines for water supply,” or
whatever they are trying to accomplish. Candidates might call a second alarm not because they
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want additional apparatus, but simply to get more firefighters to accomplish other tasks, such as
search and rescue, or rotation of manpower, or sSimply to ensure a sufficient reserve of additional
assistance if the fire spreads to surrounding structures. Candidates do not have to describe
everything they are seeking to accomplish; just enough to make sure that their major objectives
Or purposes are explained.

Response Form

The following shows candidates the response form format that they will use to describe how they
would handle the situation, and some examples of how to complete the form. Candidates can
continue onto the next section of the form if they need more room. In the sample below, 3
different examples are given on how to give commands, orders, or other communications.
Candidates do not have to follow either format. The important thing is to make sure the essential
information is indicated on the form, in the proper sequence, so that the raters can determine their
abilities, knowledges, and other competencies to be a battalion chief. NOTE: Do not assume that
the examples are the correct order or manner in which to do something. The examples are limited
to demonstrating how to fill in the form, and are not intended to be the correct way to actually
respond to any specific fire situation; the examples given below may not be appropriate for the
actual scenarios provided in the test.

NAME OR IDENTIFICATION NUMBER:

To Whom Objective/Purpose Order/Command/Assignment (What you would say or do)

Dispatch To let dispatch know that | Advisethat | am on Scene with the 2 engines and the ladder
we have arrived truck [or: Dispatch: | am on the scene with E1, E2, and L1 at

2105 Grand]

Dispatch To let dispatch and other | Radio that thereis a single story, auto repair garage, fully
responding units know involved [or: Dispatch: we have a single story, auto repair
what the nature and extent | garage, fully involved]
of thefire.

El[or, First | Topreventfirespreadto | Tell E1 to stretch ahand lineto Side B [or: E1: stretch a hand

Arriving the adjoining structureon | lineto Side B]

Engine Side B.

Company]

Candidates' responses to the scenarios will be rated by highly-experienced fire service personnel
trained to rate this specific exercise. Raters will be supported by rating scale guidelines and lists
of appropriate courses of action. The dimensions to be assessed in this exercise are:

» Ability to evaluate afire scene;
 Ability to plan and direct afire attack;
» Knowledge of fireground, search and rescue, and ventilation procedures.




3. Structured Ord Interview

This exercise is designed to generate behaviors similar to those required for success in the
Battalion Chief job. Performancein this exercise will be observed and evaluated by assessors
who have been trained to be fair and objective. They compare each candidate' s performance
to predetermined performance guidelines to determine who will perform effectively in a
particular job.

This exercise, as dl ord exercises, will be video-taped and observed by assessors at a later time. The
questions will be read to every candidate via a person on a televison monitor. In addition, candidates
will be provided a printed copy of the questions so that they can read dong as the individua on the
televison monitor reads the Stuations to them. This gpproach is desgned to insure consistency across
candidates in the delivery of the examination materids.

The Structured Ord Interview exercise condsts of an interviewer, via televison monitor, asking
candidates six job-relevant questions about what they would do in certain Stuations. The questions ded
with management activities and with fire-related situations. Candidates will have five minutes to respond
to each of the Sx questions.

An example of the type of question that might be asked in the management areais.

“Doing more with less’ often trandates to firefighters as “ more work to do with less
resources to do the work.” As a Battalion Chief, what would you do to assist the captains
in helping the firefighters to confront the issues of funding, while building a better
appreciation of what can be accomplished with current resources?

An example of the type of question that might be asked in the problem andyss areais:

You arrive with the first arriving unit at a grass fire that is approaching a house. How
would you direct the unit to go about protecting the house?

The particular dimensions measured in the Structures Ord Interview area are;

1. Ord communicetion
2. Management/Supervison
3. AndyssDecison Making

4. Ord AnayssPresentation Exercise

For this exercise, candidates will be presented with a redistic job-rdevant Stuation for which a new
Battdion Chief might be confronted. Candidates will be asked to sudy the materid related to the
problem and then prepare a presentation to present to a monitor acting as a superior officer or other
party. Candidates will be given 45 minutes to study the meterial and prepare their presentation. For the
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purposes of this exercise, candidates are to assume the role of a Battalion Fire Chief and assume that
their presentation is being made to superior officer or other paty. Following the 45-minute
study/preparation period, candidates will be taken to another room where they will make ther
presentation to their “supervisor”. Candidates will be given 15 minutes to ddiver the presentation itsdlf.
Candidate presentations will be both audio and video-recorded.

The Ord AndyssPresentation scoring guiddines are determined, prior to the examinaion
adminigration date, by a pand of Subject Matter Experts using gpproved fire command and fire fighting
practices. Scoring decisions are based on Subject Matter Expert-approved guiddines that address the
Stuations that are presented.

The assessors for both the Structured Oral Interviews and the Ora Analysis/Presentation Exercises will
be fire service personne with Battalion Fire Chief or higher experience. Before actualy evauating any of
the interviews, the assessors are given training on the dimensions to be measured and on how to
observe and evauate behavior associated with these job-performance dimensions.

The particular dimensions measured in the Ord Anadyss/Presentation Exercise area are:

1 Ord communication
2. Management/Supervison
3. AndyssDecison Making

5.  Ord Assessment Exercises Dimensons

The following are the assessment dimensions for the Battdlion Fire Chief Ord Assessment Exercises.
These particular dimensions were determined by the results of athorough job anaysis.

Ora Communication

Effective expresson in individud or group Stuaions. Communicates with subordinates, other units, and
members of the community. |s able to summarize a set of facts or ideas S0 that they are logicd, clear,
and undergtandable. Candidate demondtrates behaviors that show active listening (i.e., paraphrasing or
repeating what the spesker has sad, usng darifying questions to indicate that the nessage being
delivered is the message being received, usng questions to enable the speaker to explore and clearly
express higher ideas, usng nonverba communication to indicate hisher atention to the spesker (eg.,
eye contact, nodding, body positioning) etc.).

Management/Supervision

Knows when to take action and what action is appropriate. Takes action to achieve goals beyond what
is necessarily cdled for. |Is proactive, is able to effectively and appropriately schedule the work
assignments of subordinates. Takes action to monitor the results of delegated assignments and projects.

Demondrates initiative in dedling with problems. Is effective in motiveting others. Is assertive and sdif-
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confident. Accepts responghility for the behavior of self and subordinates.
Analysis’'Decision Making

Knows how to sze-up a Stuation; isolate the problem. Evduates dternative courses of action and
makes decisons based on reliable information and the outcomes of a thorough investigation. Can
andyze facts, information, and evidence s0 tha he/she can see the amilarities, differences, and
relationships between facts, Situations, and events.

Due to the large candidate population expected to participate in the Battalion Fire Chief
examination process, candidate responses to the Oral Assessment Exercises will be both
audio and video recorded. Three person panels of trained assessors will later review these
recorded materials and scor e candidates based upon predeter mined scoring benchmarks.



6. Response Levels, Apparatus Staffing, and Initial Functions
SHORT-ANSWER ESSAY EXAMINATION

Both scenarios will contain the following response levels

Initial Response: Engine (E1)
Engine (E2)
Ladder (L1)
Battdion Chief (C1)

Each subsequent alarm that a candidate calls will consigt of the identical response levels as indicated
above (i.e., two engine companies, one ladder company, and one Battaion Chief).

If, in addition to the above, candidates want to cal on other companies or resources, they must
specificaly request them.

In each scenario, a candidate should assume that he/she is the FIRST arriving battalion chief, arriving
with or before any of the initid response companies. A candidates should dso assume that he/she will
remain in command of the entire incident (that is, no higher ranking chief will arrive or relieve them of
command, even if they cdl for them).

Appar atus Staffing:
All engines have: 1 Captain 3firefighters
All ladders have: 1 Captain 3firefighters
All Chief'svehideshave: 1 Battdion Chief

Following each apparatus or vehicle type, we have provided a number to identify them. That is, the first
engine is identified as “EL.” You may use these same identifiers in the examination, if you want, to
reduce the amount of writing, and to ensure clarity in what you are doing.

It is important that candidates make clear on the response form in some manner, the specific company
or resources to which they are giving orders or making assgnments.

If candidates request additiona darms or resources, they can assgn a sequentid number to those

companies, using the same or smilar numbering system. For example, if candidates were to cdl for one
additional ladder, they could designate that as“L2.”
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7. Suggested Reading List

For specific information about thereading/referenceligt for the Battalion Chief exam,
please check the Department of Personnel’s website at www. (addressfor the specific
information guide).

D. Administrative Logistics

1. Written Assessment Exercises

Candidates should ensure that they arrive at the test site on the correct day and time as
indicated on their notification cards. Candidates are advised to arrive at least 15 minutes prior
to the scheduled time to ensure that all necessary administrative procedures can be conducted
prior to the scheduled start time. Candidates should bring their Notification Card, two forms of
identification (including one photo ID), two pencils, two pens and a highlighter to the
Examination Center. Candidates will not be permitted to bring this Orientation Guide into the
Examination Center. CANDIDATES SHOULD MAKE SURE TO MAP OUT A ROUTE TO
THEIR TEST CENTER IN ADVANCE AND PLAN TO ARRIVE AT THE EXAMINATION
CENTER EARLY SINCE NO ONE WILL BE ADMITTED LATE.

On the day the Written Assessment Exercises are administered, the test will be preceded by a set of
instructions. Remember that this is a closed-book test. Candidates will not be permitted to bring reading
list reference materiads to their test site.  In addition, candidates will not be alowed, under any
circumstances, to make or receive telephone calls and pages. Again, cellular phones are prohibited in the
examination center.

All candidates will participate in the Written Multiple-Choice Test at the same time. Once instructions
have been given, the test materia will be distributed to al candidates (there is no preparation period). All
candidates will participate in the Short Answer Essay after the 3% hour Written Multiple-Choice Test
period has expired. Candidates who complete the Written Multiple-Choice Test prior to the expiration of
the 3%2 hour test period, will be sequestered and not permitted to interact and/or speak with other finished
candidates, make phone calls, or disrupt those candidates till taking the Written Multiple-Choice Test.
Upon completion of the Short Answer Essay, candidates will return al test materids to the test
administrator, and may leave the test Site.

2. Ora Assessment Exercises

The Structured Oral Interview and the Oral Anaysis/Presentation Exercise will not be administered the
same day as the Written Multiple-Choice Examination and the Short Answer Essay. The Structured Oral
Interview and the Oral Analysis/Presentation Exercise will be administered over multiple days with
alternate test forms being used. When administered, one-haf of the candidates for a given day will report
in the morning and have the exercises administered to them. When finished, the morning group will be
sequestered while the afternoon group registers.  Once the afternoon group is registered, the morning
group will be released.

Once candidates begin the test they will not be alowed to leave the test cite for any reason until the
administrators have released them. While at the testing site, candidates will not be allowed to move about
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without the specific approva of the administrators. Access to bathrooms is restricted and al candidates
must receive approval and be escorted to and into the bathrooms. Anyone not following these rules may

be disgudified. Absolutely no exceptions will be permitted. Candidates will be informed as to the date,
time, and location of the Structured Ora Interview and the Oral Analysis/Presentation Exercise.



[Il. PREPARATION STRATEGIES
A. Preparation Strategiesfor the Written Multiple-Choice Test

Applied knowledge, multiple-choice tests are designed to test candidate knowledge of a particular
subject area. Candidates can improve their performance on multiple-choice tests in three different ways.

The firg and most obvious way is to have a working knowledge of the relevant materid that will be
covered on the test. The second is to know and understand the test Stuation so to avoid making
mistakes caused by a failure to understand the meaning of the test questions, the test format, or the test
procedures. Findly, candidates can try to gain an understanding of their own test-taking behavior. If
candidates become aware of the kinds of errors they commit on multiple-choice exams, they cantry to
avoid them in the future. This guide provides suggestions for improving candidate performance in eech
of these aress.

How to Study: Understanding the Material Covered on the Test

This section provides some drategies to assst candidates in preparing for the tes. A method for
studying, based on well-established learning principles, is included. Many of the suggestions are
directed toward enhancing candidates ability to recdl information by requiring thet them to do more
than smply read the materid. Some suggested srategies include: (a) surveying the materid to beread in
order to break it down into reasonable study "chunks,” (b) formulating questions to be answered after
each section has been read, and (c) reciting and reviewing the main points of each section.

General Multiple-Choice Test-Taking Strategies. Understanding the Test Stuation

This section provides some drategies that candidates can apply when taking the test. These strategies
ae of rdevance when taking any multiple-choice examination. They incude such suggestions as
marking questions in a way that will make them easer to understand and answering eeser sets of
questionsfirdt.

Error Analysis: Understanding Your Own Test-taking Behavior

This section provides candidates with some information about common test-taking errors, as well as
drategies for avoiding such errors. Candidates are encouraged to identify the kinds of errors they tend
to make when taking multiple-choice examinations. In this way, candidates will be more aware of the
tendency toward these errors when they actudly take the examination and can determine what steps
they can take to avoid these errors.

1. How to Study

The study dtrategies provided here are provided for candidates consideration and should be helpful in
preparing for the Written Multiple-Choice Test. They can be gpplied to any books on the reading ligt.
Of course, inthefind andys's, candidates should decide which study method is best for them.
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A. Focus Y our Attention

You must focus your atention on the materid you are studying if you expect to remember it. There are
three things you can do that will help you focus your atention on the materia you read.

Firg, snce you tend to pay closer attention to things that interest you than to things that don't, you can
try to make the materid more meaningful or interesting. One way to do thisisto goply it to yoursdf. Try
to think of examples of the materid that can be tied to your work.

The next thing you can do is to diminae digtractions from your ewironment. These distractions
compete for your atention and affect your recal of the materiad that you study. It is difficult to pay
attention to severd things at the same time. Instead, people usudly switch back and forth, paying
atention firg to one thing and then the other. Unfortunately, you may not remember any materid that did
not receive attention. This means that listening to the radio while you are studying, or studying in anoisy
area, will leave gaps in your memory of the materid you are trying to learn.

Findly, you should avoid trying to learn materiad when you are tired. Fatigue reduces the amount of
information that you can remember. This means that it might be better to get a good night's degp and
sudy in the morning rather than staying up a few hours extra and deeping late. Surdly, you must have
noticed how your attention wandersif you go without deep for long periods of time.

B. A Method for Studying: SQ3R

SQ3R dands for survey, question, read, recite and review. These five dements make up a st of
study habits that will help you perform well on the test.

JRVEY

"Survey" means to find the limits or borders of an area. Survey the materid you have to study to get a
rough idea of the content and organization of the materid before beginning in-depth study efforts.

To survey abody of information, scan it from gtart to finish. By skimming over the pages, you will get an
idea of what isto come. In most documents, this type of survey is made much easer through the use of
headings. Bold, large, or mgjor headings introduce big or important eements, smdler headings introduce
sub-aress of these important dements.  Another helpful overview of the materid can be found in
summaries such as chapter summaries, overviews, or statements of objectives. By looking over such
summaries, you can get aquick view of the important parts or pieces of the materia covered.

Surveying the sudy materid gives you an idea of how long it will take to cover the materiad. This will
help you to bregk the assgnment down into reasonable time blocks. Materia should be read in chunks
of areasonable sze. You should carve out a specific section that you will try to understand before
moving on. A chunk might be dl of the materid under a major heading. If the materiad under the heading
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runs for many pages, you might want to reduce the materid to be understood to each of the minor
headings, teking one a atime.

UESTION

Most people need a reason to do things. In studying text materia, a question becomes areason. If you
have some questions to begin with, the materia tha you are reading will take on more life and be more
meaningful.

Before beginning each study session, look over the materid you intend to cover. Develop some
questions that you expect to be answered in the materid. There are several ways to develop these
questions. One way is to begin with the list of headings from the chapter or document outline. Write a
question for each mgor and minor heading. Developing questions can provide areason for reading the
materid and can help the information become more meaningful to you. For most people, reading means
the same thing as studying. When they say that they have studied materid, they often mean tha they
have read it through severd times. Reading is important, but it will be done more effectively when the
survey and gquestion steps have been completed.

The most effective way to pace yoursdlf is to decide on the number of chunks that will be read and
understood in agiven study session. Y ou can use the questions you devel oped through the previous step
as your definition of understanding. Once you can answer these questions, you can move on to the next
section. A good time to take breaks is between these sections, not in the middle of them. This might be
away of rewarding yoursdlf for successfully completing the reading of each section.

It's important to ensure that you understand the materia you are reading. One way to do thisisto look
up the definitions of dl new and unfamiliar terms. Y ou should make a list of the words and phrases that
you don't understand. If these terms are technicd terms that you have not encountered before, the
chances are that the answer is somewhere in the chapter or document that you are reading. Have a
notebook available so that you can mark down each of these terms; leaving a space for their definition.
The quicker you get to know the meaning of dl the terms, the more effective your studying will be. If
the term or word is not technicd, but smply alarge or uncommon word that you are not sure of, ook it
up in adictionary. If you fed it would be hdpful, record the definitions of these non-technicd termsin
your notebook, aswell. Y ou might want to use it to keep track of dl of the important terms, even those
you understand.

Another good way to make your reading time as useful as possible isto mark or underline the text while
you are reading. This will make you a more active participant in the studying process. In addition, it will
help you to focus on the mgor ideas and keep you from getting bogged down in detals. Your

underlining or highlighting can dso make it eeder for you to find rdevant materid later for review or to
answer questions on the test.

In marking or underlining the text, you should actudly go through the text and underline key words and
concepts that are important in understanding the materid in the chunk you are reading. Y ou might dso
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make notes to yoursdlf right on the text page. If you choose to use the underlining and marking method,
here are afew guiddines.

1. Read the whole section before doing any underlining or marking.

2. Don't mark or underline too much. The vdue of the technique lies in highlighting only the most
important materid.

3. Use ink if possble so that the underlining and notes do not disgppear or become unclear in the
course of studying.

4, Use symbols as much as possible. For example, use a“?’ as a symbol for questions you have;
usea“*” to gand for a particularly important idea.

RECITE

It's very helpful to recite with another individua. He or she can ask you questions about portions of the
materid, which will make you recite or locate the rdlevant materid in aforma way. It's not necessary to
choose someone who is familiar with the materid. The person only has to be able to recognize that what
you have said iswhat is written in the reference materia or in your notes.

In order to be mogt effective, recitation should take place quite soon after you've first learned or read
the materid. This is important because the greatest amount of information is logt or forgotten within a
short period of time after it isfirst learned.

Dont try to cover too much information at once. Depending on the number of pages covered, this might
be dl of theinformation in one mgor section or chapter.

REVIEW

Reviewing the materid to be covered in the test may help you to understand and organize the materia
better. Your review should also cover your outline of how the materid is organized, and where certain
topics can be found.

Review is done just before beginning a new study sesson. In this form of review, you are actudly
preparing yoursdf for new learning by strengthening old learning. This helps to ensure that any old
learning that is needed as abasis for new learning is correct and available.

Another form of review is done before atest. This review can be done quite effectively in a group with
other test takers. This cuts down on some of the drudgery of pre-test studying and aso increases the
meaning of much of the information. That is, while you are taking the test, you can more easly
remember the information if you think back to who said what and how the review conversation went.
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In summary, the SQ3R method of study is based on sound learning principles and
gives you asimple formulato follow:

SURVEY skim the reading material and create manageable chunks to
study

QUESTION develop a purpose for reading by asking questions that you
expect to have answered in the reading material

READ read and re-read the material until you understand it thoroughly

RECITE write down or talk about what you just learned to improve
retention and integrate new information into your knowledge
base

REVIEW look over highlighted text and notes and integrate new

information with old information

2. General Multiple-Choice Test-Taking Strategies
The purpose of the Written Multiple-Choice Test is to assess your knowledge of the specified
areas contained in the “ Evaluation” section located on as well as how well you can apply this
knowledge to specific scenarios. At times, factors other than your knowledge of the tested
material can influence your performance. The following suggestions may help you to reduce
these extraneous influences and do your best on the multiple-choice component of the
examination.

A. Make sure you understand the test format and requirements
Read, and/or listen to, all of the directions carefully.
Make sure you know how to correctly mark the answer sheet.
Make sure you know how much time you have to complete the test. Be sure to check your watch
periodically so that you can keep track of the amount of time remaining in the examination
period.

B. Make sure you understand the question

Read each question carefully.
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Try to answer the question before you look at the choices. If you know the answer, compare it to the
available choices and pick the closest dternative. A thorough understanding of the knowledge areas will
alow you to answer the questions without looking at the answer choices.

Candidates will be allowed to write in their test booklet so they should mark the test questionsin
a way that makes them easier to read.

Use dash marks to bresk down sentences into smal segments. This will make you more attentive to
each separate ideain along sentence.

Circle key words that tell what a sentence or passage is aout. If you skip the question and come back
to it later, your markings can make it easier to remember what the question was about, without reading

the full question or passage again.

Find and underline words which "harden" or "soften" statements.

AND means that one element of the dternative must be present or true in addition to another eement
for the dternative to be correct.

OR means tha there is a choice of dtuations. Only one of the dements of the dternaive must be
present or true for it to be a correct dternative.

C. Proceed through the questions strategically

Simthrough all materials pertaining to each scenario at least once before starting to respond to
the multiple-choice items.

Read each scenario and examine each diagram pertaining to the scenario for a general understanding.
Next, read each of the items associated with that scenario and return to the scenario and diagrams to
check the detalls.

Answer itemsin a set at the same time.

Since the Multiple-Choice Test items will be organized around scenarios and/or diagrams. As agenera
rule, you should answer dl test items involved with a set of materids (scenario, diagrams) a the same
time. It is vary time-consuming to re-familiarize yoursdf with al of the materids for an item left
unanswered in asat. If the set of items looks difficult in generd, it could be more time efficient to skip
the entire set of items and then come back to them later. Whenever you do skip a set of items, be sure
to mark them as skipped in your test booklet so that you can easily oot the items you skipped.

Tackle difficult questions methodically.
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Don't get bogged down if there is a word or sentence you do not understand. You may get the main
idea without knowing the individua word or the individua sentence.

Use the process of elimination.

If you don't know the answer to a question, first diminate those choices that are clearly wrong. Then,
put a mark rext to each remaining choice to indicate what you think about it (e.g., bad, good, or
possible). This will save you time by reducing the number of choices you have to re-read and
re-evauate before sdecting your find choice(s)

Guess.

Youwill not lose any more credit for an incorrect response than you will for no response, so evenif you
must guess, respond to every question. If the examination period is about to end and you believe that
there will be a subgstantid number of questions (e.g., more than 5 or 10) that you will not be able to
complete, reserve some time toward the very end of the examination period to respond to these
questions, even if you must guess. While your guesses may not be correct, the dternative is to leave
these questions blank and be assured of getting them wrong.

D. Ussextratimewisdy

If you finish the examination before the test time expires, go back and review your responses. Make
any changes that are necessary. Also make sure that you have placed your answers on the answer
sheet correctly.

Finaly, remember that Test Monitors will be there to help every candidate with testing procedures. If
you have any questions about the testing procedures, ask for assistance before the test begins.

3. Error Andyss

There are several possible reasons for choosing an incorrect response to a question. Six of these
reasons are presented below aong with suggestions for avoiding such errors. Consder past tests that
you have taken and identify the errors (from among the Six provided here) that tend to characterize your
test-taking behavior. Once you have identified the reasons for your errors, you can take steps to avoid
repeating such errors when answering questions on this and future examinations.  As previoudy
mentioned, the suggestions laid out below are geared towards selecting the one best dternative. Listed
below are various reasons why you might sdect incorrect answers:
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A. Marking the wrong space on the answer sheet

Since there are a limited number of questions on each examination, careless errors such as these are
costly. Check yourself asyou mark each answer choice on the answer sheet to ensure you are marking
the answer you have chosen. As an additiona check, after you complete the exam, go back over every
guestion and answer it again.

B. Misreading a question or answer by overlooking a key word or phrase

One solution to this problem could be UNDERLINING. Underlining makes key words and phrases
stand out when choosing an answer. Once you have underlined the key words and phrases, check the
detalls of the possble answers with the details you underlined, one-by-one. If every detail doesn't
match, consider that answer suspect and try another, dways keeping in mind you're looking for the best
possible answer.

C. Not knowing the meaning of one or more key terms

This could be a problem in PREPARATION and/or VOCABULARY. In your study materids,
underline key terms and make sure you know what they mean. If an unfamiliar term is atechnicd term,
it mogt likely will be defined within the rdevant document. If an unfamiliar term is not a technicd term,
go to adictionary and look it up. It is a good idea to build your own glossary of terms and learn their
meanings.

When taking the teg, if you have difficulty with a term, re-read the sentence to determine its meaning.
Try to understand the generd message of the sentence or paragraph. The meaning of the unfamiliar
word could become clearer once you understand the generd context within which it has been placed.

D. Difficulty understanding complex or difficult questions

Divide and conquer! Use dash marks to bresk up the materia into smal segments, then concentrate on
one segment at atime. One gpproach to difficult questionsisto first read the possible answers and then
re-read the question. This tells you what to concentrate on while reading the question. Concentrate on
the parts of the question directly related to the possible answers even if you do not understand the entire
question. Y ou may not need to understand the entire question to find the correct answer. Also, focus
on the topic sentences that are usudly the firg and last sentences of a question. Read the difficult
questions twice. The firgt time, read for the generd meaning and do not get bogged down by individua
words or phrases that you do not understand. The second time, read for more precise understanding.
Thefirgt reading will provide the context so that the second reading is more meaningful.
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E. Comparing combinations of information

Thisis a problem of rearranging information in the correct way so that it makes sense. Underline
critical pieces of information in the test question and then compare the information with the
possible answers, point-by-point. Also, concentrate on eliminating wrong answers first.

F. The alternative you chose looked correct
Several factors can cause you to select incorrect alternatives:

1. An incorrect aternative may contain an exact phrase from the relevant material
(i.e., from the test question itself or the study material).

2. An incorrect aternative may contain a phrase or sentence that is used out of
context. For example, an idea that is expressed but then rejected in the relevant
material may be presented as an idea that was supported.

Some strategies for avoiding the tendency to fall for incorrect alternatives include:

1. Have an answer in mind before you look over the alternatives. This will make
you less susceptible to choosing an incorrect alternative merely because it looks
good.

2. Use the method of marking each aternative to indicate what you think about it
(e.g., bad, good, or possible) before choosing one.

3. Stick strictly to the facts or rules of the relevant material. Don't fall for
aternatives that stretch or exaggerate the facts or rules described in the relevant
material.

4, Be wary of aternatives with words or phrases taken exactly from the relevant

material. Don't smply assume that such alternatives are correct.

5. Prepare a defense for your answer. Find something in the relevant material that
will give astrong, direct defense for your answer.
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B. Preparation Strategiesfor the Oral Exercises

Try Your Best — The exercises are designed to test candidate abilities. A candidate’s overal evauationis
based on his or her performance on each exercise. Even if candidates believe they did poorly on one
exercise, they should continue to try to do their best on the remaining exercises.

The Exercises Are Set In A Hypothetical Fire Department — This is done intentionally so as not to give an
advantage to someone with a particular work background. Candidates should not assume the hypothetical
fire department is modeled after a specific New Jersey fire department. Consequently, when responding
to the exercises, candidates should take action and make decisions based only on the information that will
be supplied to them in the exercises and not on assumptions they may make about a “modeled” New
Jersey fire department.

Developing strategies for how to attack a problem is a good test taking technique, in that an organized
approach is better than a disorganized approach or no approach at all. Predetermined strategies are fine as
a starting point but cannot take the place of true problem-solving skills of the critica thinking that can be
applied to changing circumstances and demands, either in ssmulation exercises or in realworld events.

How Do You Prepare?

As with the other portions of the examination, preparation should be an on-going
experience and endeavor. The sngle most important thing to remember is that candidates
are going to be assessed on their performance at a higher level, and the nature of those
duties and responsibilities at a fire or other emergency scene may be somewhat different
than as a fire captain. Thus, it is important to understand the role and the unique command
responsibilities of a battalion chief.

Carefully study the battalion chief job. What are the duties and responsibilities at the fire
scene? How does the battalion chief go about performing these duties? Are there certain
things that are done no matter what? If so, what are they, how are they done, and when
are they done? How does the battalion chief go about deciding what to do? What does he
expect his fire captains to do without being told, and what does he expect to have to tell
them?

Candidates know that they will be required to respond to major fire scenes and other
emergency situations. Candidates should think back about recent incidents they have
responded to and try to remember what the battalion chief did. Candidates should create
their own scenarios and then go through the process of “commanding” that situation, using
a format similar to that described in this orientation information to respond to it. Candidates
should try to recreate the test situation as much as possible, sitting down, filling out the
forms within the 30-minute time limit, and filling in the information they think they would
provide on the test. When candidates review their work, they should do it objectively,
looking for what they missed, did not make clear, or did out of order. If candidates have a
study partner or group, each of person should develop scenarios and then critique each
other’s responses.

V. SAMPLE MATERIALSFOR EACH COMPONENT
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The following pages contain examples of materias from the Written Multiple-Choice Examination,
Short-Answver Essay Examination, Structured Ord Interview, and Ora Andyss/Presentation. The
following examples are provided as samples so that you may become familiar with some of the types of
materids and response formats that you will encounter. The actud assessment materids will be
different from the ones presented here. These problems are merdly illudrative of the kinds of problems
which you may face during the Multiple-Choice Test and Ord Assessment Exercises.

A. Sampleltemsfrom Written Multiple-Choice Test
1. Sample Scenario

Y ou were promoted to First Level Fire Supervisor four months ago and assigned to Sector 6. It is
2000 hours on Thursday and the outside temperature is 82 degrees Fahrenheit with humidity of
85%. There has been abreeze blowing to the east dl day at 5 mph. Y our engine company is
dispatched to areported fire in an office building within your sector. Another engine company, a
ladder company, and a Chief Officer are aso dipatched.

Y ou are the first company to arrive on the scene. There appears to be a significant fire in the coffee
shop on the first floor of the building. Y ou see smoke showing a the eaves. Some of the janitors
and security guards have evacuated to a safe area.

Upon your arrivd, you confirm that the building is of fire resstive condtruction. It isfour sorieshigh
with aflat roof. The dimensions of the building are 100 feet wide and 120 feet deep. The ground
floor conagts of the lobby, the building manager’ s office, an office supplies store, and the coffee
shop. The other floors each have four business offices. One elevator serves every floor, and it has
no firefighter emergency operation. Thereisasarwel a the rear of the building.

To the east of the Sructure is atwo-story gpartment of brick wall, wood joist congtruction. The
goartment building is gpproximatdy 30 feet from the involved building. A srip mal occupied by
amall retail storesislocated across the street to the west of the structure. In the rear of the building
thereisaparking lot.

At this point, the other engine company has just arrived at the incident, the ladder company isamile
away, and the Chief Officer has been detained. 'Y ou position your vehicle and assume command.
An adequate water supply has been established, and your company has started to attack thefire.

Y ou are the highest ranking officer on the scene. Y ou know that you will be in command for at least
the next 10 minutes.
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3. Sample ltems

1. Theactivities of the Search & Rescue Group of this incident would be managed by the:

Operations Section Chief.
Branch Manger.

EMS Branch Officer.
Divison 2 Officer.

Cow>

The correct responseis D. Because the Incident Commander has not delegated search and rescue
management responsibilities, the Incident Commander is still responsible for managing them.

2. When consdering if the gpartment building next to the office building would be likely to be an
exposure problem, you determine that:

the distance between the two buildings makesit likely to be an exposure problem.
the wind conditions make it likely to be an exposure problem.

the congtruction type makesiit likely to be an exposure problem.

it isnot likely to be an exposure problem given the circumstances.

Cow>

The correct responseis D. The apartment building is not likely to be an exposure problem because the distance
between buildings (response A), wind conditions (response B), and construction type (response C) depicted in the
scenario and diagram are not conducive to enabl e the fire to spread to the adjacent apartment building.

3. While performing primary search operations, the second engine company radios you to say that they
discovered a delivery of unprotected medica chemicas which were gpparently left outsde of a
doctor’s office on the third floor. 'Y ou should have that company:

A. continue with primary search of the third floor.

B. discontinue al search operations until the arrival of the Hazardous materials Response
Action Team.

C. request that the crew evauate the chemicals and determine the best method for containment
and dispos.

D. notify dispatch.

The correct response is B. When confronted with hazardous materials, especially those that may have been
exposed to high temperatures, the best response is to discontinue operationsin the vicinity of the materials.
Response A isincorrect because the firefighters could be in danger, depending on how the chemicalsreact to the
heat. Response C isincorrect because the crew should not evaluate, contain, and dispose of hazardous materials.
Response D isincorrect because the Incident Commander, not the crew, should notify dispatch of the situation.
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1. Sample Scenario

NJ BATTALION FIRE CHIEF
FIRE SCENE SCENARIOS

In the two scenarios, candidates are to assume the role of a Battalion Fire Chief called to the
incident. For each scenario, candidates areto describe, on the attached Response Forms,
the actionsthey would takein the order that they would takethem. Also, candidates
should put their name or identification number at thetop of each sheet. For each action,
note:

(1) the action you would take or the order you would give,

(2) to whom the order would be given and how it would be conveyed (face-to-face, radio, etc.),
and

(3) what you expect to achieve by the action.

Y ou may give short answers or the command you would actually give. Y our responses need
not be in complete sentences. Y ou will not be evaluated on your writing skill, spelling, or
grammar. Long essays are neither needed nor desirable. However, your responses must be in
sufficient detail and clear enough to allow the assessors to evaluate your actions, just as your
commands would be given on the fireground. The Response Forms allow you to give order or
actionsin numerical order. If there is not enough space to write your order or action, you may
continue into the next number. You must give the actionsor ordersin appropriate
sequence or say why they are not in sequence.

The scenarios will be administered in two booklets and timed separately. Y ou will have 30
minutesfor each scenario. The proctor will tell you when to open the first booklet and begin,
and will notify everyone when there are 15 minutes remaining. The proctor will then distribute
and tell you when to begin the second scenario, and when there are 15 minutes remaining. Y ou
may not begin the second scenario until notified by the proctor. Starting the second
scenario before being told to do so by the proctor will be groundsfor disqualification.

Each scenario booklet gives:

* A narrative description of the emergency, including the type of structure and pertinent
information (e.g., time of day, weather, type of structure, etc.).

* A diagram (plot-plan) of the specific structure involved in the emergency, and the
surrounding area, including the location of hydrants, exposures, streets, etc.

* A three-dimensional depiction of the structure, including any fire, smoke, and other
environmental relevant factors.

Remember, put your name or identification number at thetop of each response form.
2. Sample Background Information
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New Jersey Battalion Chief
Fire Scenario 1

Type of Building: A pre-1950, four-story, multiple-tenant dwelling that is one of
seven, side-by-side attached buildings. Each building has two
apartments per floor for atotal of eight apartments per building.
The seven buildings share a common cockloft. There are closed
scuttle openings in the roof of each building.

The front of the buildings (Side A) faces a 4-lane street (Belle
Road) with 2 lanesin each direction. A similar set of buildings
(numbers 210-222) fronts the south side of Belle Road.

The back of the buildings (Side C) faces a 20-foot wide alley.
Located in the aley are immovable dumpsters. Fire escapes
descend at the back of each building. Gas mains are also at the
back of each building. The backs of a similar set of buildings are
across the alley and front on Poole Road, another 4-lane street with
2 lanesin each direction.

About the Fire: Thefire originated on the second floor of aunit in building #217
and is blocking and extending up the stairway leading to the third
floor. Thereis heavy smoke showing from the fourth floor.
Smoke is also showing from the second and third floors. Alarms
are sounding. There were numerous calls reporting the fire.

Day/Time: Saturday, 0100 hours

Westher: The temperature is 45° F/7.2°C with a 5-10 mph wind coming out
of the SW. It has recently rained, and additional showers are
forecast.

Other Information:

* Internal fire alarms are sounding.

* There were numerous calls reporting the fire.

* You arethefirst arriving fire unit’s Battalion Chief and you have arrived simultaneously
with the unit. The unit consists of two engines and a ladder truck.

» Upon arrival you notice three people hanging out of the windows on the second floor.
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3. Sample Response Levels, Apparatus Staffing and Initial Functions

Initial Response: Engine (E1)
Engine (E2)
Ladder (L1)
Battalion Chief (C1)

Each subsequent alarm that a candidate calls will consist of the identical response levels as
indicated above (i.e., two engine companies, one ladder company, and one Battalion Chief).

If, in addition to the above, candidates want other companies or resources, they must specifically
request them.

In each scenario, candidates will be the FIRST arriving battalion chief. They will arrive with or
before any of the initial response companies. Candidates will remain in command of the entire
incident (that is, no higher ranking chief will arrive or relieve them of command, even if they
cal for them).

Apparatus Staffing:
All engines have: 1 Captain 3firefighters
All ladders have: 1 Captain 3firefighters
All chief'svehicleshave: 1 Battalion Chief

Following each apparatus or vehicle type, we have assigned an identifying number. That is, the
first engine is identified as “E1.” You may use these same identifiers in the examination to
reduce the amount of writing, and to ensure clarity.

It is important that candidates make clear on the response form in some manner, the specific
company or resources to which they are giving orders or making assignments.

If candidates request additional alarms or resources, they can assign a sequential number

to those companies, using the same or similar numbering system. For example, if
candidateswereto call for one additional ladder, they could designateit as“L2.”
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6. Sample Response Form
RESPONSE FORM

Candidate | dentification #:;

Directions. List the actionsthat you will take, and any ordersyou will give, in the order you

will react.

TO WHOM

OBJECTIVE/PURPOSE

ORDER/COMMAND/ASSIGNMENT
(WHAT YOU WOULD SAY OR DO)
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C. Sampleltemsfrom Structured Oral Interview

Management & Supervison

There is a captain under your command who has been arising sar. He has taken advantage of many
opportunities to contribute to and move up in the department. Recently, you have noticed some minor
rule infractions on his part. Today, for example, while on the fire ground, you observed him wearing a
cracked face shield that you had ordered him last week to replace. Later, you questioned him and he
replied that he had checked with the supply room, but was unable to find a replacement. He added that
just like everything elsg, it's on order, and he waked avay. How should this Stuation be handled?

Problem Andysis

Y ou arive on the scene where afirst darm crew is responding to awarehouse fire. The warehouse
contains the excess stock from alocal furniture outlet. One of the threatened exposuresis a’5,000-
gdlon pressuretank. Thefireis burning in the northeast corner of the warehouse, and the pressurized
tank islocated near the southwest corner of the warehouse. What are your initia ordersto the
companies and what changes in conditions are you going to be dert for to evauate the exposure
hazards?



D. Sampleltem from Oral Analysis/Presentation Exercise

ANALYSISPRESENTATION EXERCISE
Candidate Ingtructions
This exercise has been designed to evauate your killsin analyzing information,
decisons and presenting recommendations verbaly.
Theindructions for this exercise are asfollows:

You have been assigned as a new Battalion Chief in Middle Township, “ a bedroom
community” of Metrocity. Metrocity islocated 18 miles northeast of Middle Township.

As part of your new assignment, you have been asked by Fire Chief Jim Rohrer to
investigate the quality of station training in the Department, beginning with
Sation 6, and to compar e the amount and quality of training there with that of the
other five fire stations in the department.

Sation 6’ s district includes two elementary schools, the high school, numerous strip
malls and two shopping centers. Therest of the district consists of middle-to-upper-
class, single-family dwellings. The population of Middle Township is 72,435.

Chief Rohrer’s memo to you about the assignment is on the next page.



MEMO

To: New Battdion Chief
From: Fre Chief Jm Rohrer
Date  September 24, 2001

Subj:  Departmenta Station Training

Wedcometo Middle Township. | am sure that you will find your new assgnment
rewarding and chdlenging.

Y our predecessor, recently retired Battalion Chief Tim Connaly, was from the old
schoal of firefighting in terms of Sation training. He felt that after- hours were
meant for fellowship and for talking through the events of the day. Training wasa
necessay evil that occasondly broke through the routine.

| am telling you this because | am concerned about the congstency and qudity of
dation training throughout the department. Station 6 has the worst reputation for
congstent training.

Y our assgnment isto develop aplan for evauating the condgstency and qudlity of
dation training throughout the department, starting with Station 6. In your plan, |
would like to see how you propose to bring in the other battalion chiefs so that you
can get their support aswell astheir input.

Thisisavery important matter to me and to the department. Asyou know, we
cannot expect our firefighters to be prepared to ded with emergenciesin asafe
manner if they are not prepared for handling the rigors of the incident.

Think the Stuation over carefully and present your plans to me later today a our
scheduled mesting. | ook forward to hearing your idess.



INSTRUCTIONS

Y ou will be meeting with Chief Jim Rohrer at your next scheduled exercise time.
Y ou are to prepare written notes addressing the above issues. Be prepared to
present your ideas and summarize your plan oraly.

Y ou will have 45 minutesto prepare for your meeting with Chief Rohrer, and to
make any preparations and notes you wish for your oral presentation.

Y our Oral Presentation will occur at your scheduled time.

During your Oral Presentation you will have up to 15 minutes to make your

presentation. It isrecommended that you do not read your presentation. You

may, however, make and use any notes that you feel are necessary during the

study period allotted to you. You will not be assessed on your writing skills.

In summary, your task is as follows:
Prepare for your Oral Presentation in the 45 minute period allotted.
Make sure that your Candidate Number is clearly marked on EACH page of your notes.
Report to the oral presentation room on time (i.e., at your scheduled presentation time. You
will not be allowed to bring any materials other than your notes and these instructions into
the oral presentation room.
Y ou will have up to 15 minutes to make your Oral Presentation. You may take lesstime if

you wish, but it is to your advantage to present a complete and detailed plan as possible. If
you go beyond 15 minutes, the monitor will stop you.
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V. DEPARTMENT OF PERSONNEL POLICIES
A. Examination Make-Up Policy

EXAMINATION MAKE UP POLICY
Pursuant to N.J.A.C. 4A: 4-2.9, makeup examinations for fire promotional examinations may be
authorized only in cases of:

[. Error by the Department of Personnel or appointing authority.

[1. Desathin the candidate’ simmediate family as evidenced by a copy of the death certificate; or

[11. Catastrophic injury or illness requiring an extended convalescent period, provided the
candidate submits a doctor’ s certification containing a diagnosis and a statement clearly showing
that the candidate’s physical condition precluded his or her participation in the examination as
well as documentation from the candidate’s employer noting the candidate’s related leave from
work.

* Military leave, which will be handled as stated in NJAC 4A:4-2.9(c).

» Exoneration from pending disciplinary or criminal charges will be handled as stated in NJAC
4A:4-2.9(d).

If you require a make up examination please call the Make Up Unit at (609) 292-9467 within 5
days upon receipt of your Notification Card.

Please note that all requests for medical make up examinations must be accompanied by the
Department of Personnel’s Medical Authorization for Make Up Examination form completed by
the treating physician. The Medical Authorization for Make Up Examination form can be
obtained through the Make Up Unit.

B. Post Examination Review Policy
A detailed review policy will be provided at the examination center. As part of the review
process, which will take place subsequent to the date of the examination, you will be given the

opportunity to review the examination questions and their keyed answers. Y ou will also be given
the opportunity to review your test material and suggested responses.
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C. Examination Cancellation Policy

In the event that circumstances force cancellation of the examination administration, the
Department of Personnel will attempt to contact your department head, as soon as that
decision has been made. In the case of inclement weather, please call DOP’s Information
Center to find out the status of the examination or listen to your local radio station for
further information. To contact the Department of Personnel’s Information Center, call
(609) 292-4144.

D. Study Groups

The New Jersey Department of Personnel is not affiliated with any “study group” in the
business of preparing individuals for examinations, nor does the Department of Personnel
recommend participation in any “study group.” Further, the Department of Personnel
does not have authority to control or regulate the activity of “study groups.” No “study
group” has been involved in the development or review of Department of Personnel
examinations and, at no time has any examination material been provided to such groups.
Finally, the Department of Personnel is not responsible for any claims made by “study
groups’ or themanner in which they represent themselvesfor advertisement purposes.

VI. CONCLUSION

This preparation guide represents an attempt to familiarize candidates with all aspects of the
Applied Knowledge Test and Oral Exercises, including the items and materias, logistics and
evaluation approach. It also provides some suggestions for preparation. The suggestions
provided here are not exhaustive — we encourage candidates to engage in whatever additional
preparation strategies they believe will enhance their chances of performing effectively on the
exam and on the job.

We hope that this Orientation Guide is helpful to you.
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